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Close a Position Business Process

Business Process Overview
The Close Position business process is use to permanently stop all HR Personnel transactions to an
unfilled position. The process is listed in the table below.

Process Steps \ Role Description
Initiate the Close a HR Coordinator Enter the details to close a position.
Position Process (NOTE: close a position is a permanent
transaction).
Agency Approval HR Partner Agency HR Director approval.

Appointing Authority Partner Agency Appointing Authority approval

Budget Approval Budget and Finance Partner * | Agency budget approval for abolished
positions.
Budget Administrator * DBM Office of Budget and Analysis

approval for abolished positions.

NOTE: Approval routing is based on the reason selected when initiating the business process.

Events and Reasons
The table below includes reasons for the Close Position business process.

Reason
Close a Position Close Position or Headcount >Close Position>Close Position>Abolished

Close Position or Headcount >Close Position >Temporary Worker

Before you beqin...
You will need the following information to complete the Close a Position process:

e Position number or Title
e Close Reason
e Close Date
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Close a Position

The procedure to initiate the Close a Position process follows.

Procedure:

1. Type the Supervisory Organization in the Search field.

Home

Implementation - stateofmarylandd

10

— Hank Williams-T (T1000001) ’ a

Birthdays Personal Anniversaries Directory
Information
ST NI
My Team
System Status: The next Weekly Service Update will be on Friday, August 29, 2014 from 6.00 pm. PDT (GMT -7) to Satur ©2014 Workday, Inc. All ights reserved

2. Click on the search icon.

Home

Implementation - stateofmarylandd

= 7\
= B workday.

Categories Search Results 1 -
Common
I Common i
Organizations Department of SPS Training
People
Processes
Tip: try selecting another category from the left to see other results
Procurement
Secuity

Staffing

Al of Workday

3. Click the Supervisory Organization hyperlink.

Supervisory Organization Details

Page: 4 of 10



Title: Close a Position
Functional Area: Position Management

SYSTEM

Implementation - stateofmarylandd

10
Q Department of SPS 7N Hank Williams-T (T1000001) G a

Department of SPS Training &

View As Of 082872014
Type Supervisory
Organization ID

Subordinates (first 5)

Details Membe Staffing abie 1o Fi v »
= [suafina}

Availabilty Date

Type

Subtype

Visibilty

Subordinates

SPS Training Division J

v
Extemal URL _ State Website
N
Staffing ’ — o >
Staffing Model  Position Management
Positions without Job Requisition By
Position Job Family Job Profile JobProfiles for Location  Availability Earliest  Time Worker  Worker Sub-  Job
Restrictions Job Family Date HireDate  Type Type Type Restrictions
(Unfiled) Rd
A
ASST-4342
P214620 ADMINISTRATIV 08122014 | 08/142014
£ MGR 15237
ADMIN AIDE 08132014 | 08132014
%72
ADMIN AIDE Batmor | 0222014 08222014 Ful | Employe
2 e-417E me e
Fayetie
st
s and Preview MIN AIDE Batmor | 087222014 | 08222014 Ful | Employe | StateReguia
i e-417E tme | e :
Fayette
st
ADMIN AIDE 08272014 | 082772014
(Unfiled) b4
<
In Progress Position Actions oYy
Business Process Awaiting Action By Initiated On Due Date
v
Create Postion: Administrative Aide Veronica Waysan 081182014 03:26.14 649 PM

5. Find the unfilled position you want to close. Then click on the Related Actions == icon next to the
position title.

6. Hover over Position Restrictions and select Close Position.

7. Type or use the prompt to select the reason to close a position.

{3

8. Click the Calendar icon and select the Close Date.
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Close Position

~

A v

i

"
B cancel
v

System Status: The next Weekly Service Update will be on Friday, August 29, 2014 from 6:00 pm PDT (GMT -7) to Sat 4 Workday A
<

9. Click the Submit

- 5

Tip: If you do not want to submit the request at this point, you can also click one of the
following buttons:

e Click Cancel to cancel the process and start at another time.

Close Position

A
Worker Sub eR
History
History o In
Effective  Process Supervisory  Worker Job  Tme  Location Default  Scheduled  Organizations Entry Date
Date Organization  Type  Profils  Type Weekly Woekly
Hours Hours
partment of 40101 20
wstatve | SPS Training R "
< >
Business Process History o
Business Process Effective Initiated On DueDate  Completed On Status Assigned To
Date
c 1404021
s Ad s .
mpie
o
< >
v
System Status: The next Weekly Service Update wil be on Frday, August 29, 2014 from 6.00 pm. PDT (GMT -7} to Sat 2014 Workday, Inc. Alights reser

Tip: After completing a task in the business process you can view the next step.

o Click the drop-down arrow next to Details and Process to expand the section.

o Click the Process tab to see the path that the process will take.

e See the Check the Status of a Business Process section of this guide for details on how
to view, access, or complete other tasks in the process.
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10. Click the Done =4 button.

|
\r‘) Information: The close position request must be approved. The next step is the approval
process. The approval routing depends on the reason code you selected.

11. The System Task is complete.
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Check the Status of a Business Process

The status of a business process event can be checked at any time by going to the Archive tab
within the Inbox of the person who initiated the event.

The procedure to check the status of a business process event follows.

Procedure:

1. Select the Inbox E button.

View Inb
2. Click the View Inbox 2% hyperlink.

Inbox

69
Veronica Wayson (W2000. . a

Inbox

Actions Notifications (150) | Archive

v | Vieving: Al 2%

Legal Name Change: Ima Tired
(W2000108)

Legal Name Change: Cathy Testing
(W2000052)[C]

Preferred Name Change: Cathy Testing
(W2000052)[C]

Personal Information Change: Cathy
Testing (W2000052)[C]

Onboarding for Cathy Testing
(W2000052)[C]

Contact Change: Cathy Testing
(W2000052)[C]

System Status: The next Weekly Service Update will be on Friday, August 22, 2014 from 6:00 p.m. PDT (GMT -7) to Satur. ©2014 Workday, Inc. Al rights reserved.

Archive (48
3. Click the Archive tab.

iy
\1) Information: The Archive tab shows all items initiated by you. You can select an item
and view the status on the right hand side of the screen.
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Inbox

Veronica Wayson (W2000.

Inbox
Actions (69) | Notifications (160) | Archive (45
& View Event Close Job Requisition: INFORMATION [ -]
SPECIALIST AND DATA MANAGER -
Close Job Requisition: INFORMATION & For R0000007 INFORMATION SPECIALIST AND DATA MANAGER (Closed)
PECIALI
< EC|A'i ST ANVDVDATA I{ANAGER Overall Process ~ Close Job Requisition: INFORMATION SPECIALIST AND DATA MANAGER
Overall Status Successfully Completed
Create Position: Administrative Aide HieDate QR2y2014
Details Process
Assign Organizations: Create Position: Supervisory Organization  DBED - Division of Business Development Unit B
Administrative Aide
Rp—— € Job Requisition ROD00007 INFORMATION SPECIALIST AND DATA MANAGER (Closed)
Postion 045598 ADMINISTRATOR Il - Ally Mcbeal (W2000078)
Assign Organizations: Create Position: Reason Administrative > No Longer Recruiting
Adm"“s"a“,ve Alde, Requester Nancy Mccrea (W1065651)
Close Date 08/20/2014
Create Position: Administrative Aide Befacemencio:
= Recruiting Instruction
Job Posting Title INFORMATION SPECIALIST AND DATA MANAGER
Create Position: admin Alde Job Description Summary  NATURE OF WORK
Administrator Il encompasses the full performance to second line managerial
) levels of administrative staff work related to the administration of departmental

policy and overseeing or coordinating agency operations or functioning as a
special assistant to an executive. Employees engaged in overseeing or v
coordinating agency operations are responsible for planning, organizing,

4. Select the item for which you want to view status.
5. Review the transaction details on the Details tab, if desired.
6. Review the Overall Status field at the top-left side of the transaction page.

R

Information: The overall status of a business process displays as....

o “Successfully Completed” when are required steps in the process have been
completed.

o “In Progress” when there are some tasks awaiting action by someone in the business
process routing.

Inbox

Gl

Veronica Wayson (W2000.

Inbox

Actions (69) | Nofifications (160) = Archive (45

View Event Create Position: Administrative Aide (-

For Department of SPS Training
Close Job Requisition: INFORMATION

SPECIALIST AND DATA MANAGER

Overall Process ~ Create Position: Administrative Aide

Overall Status ~ Successfully Completed
Details Process
Create Position: Administrative Aide
& » i Organization > 2t of SPS Training

Positions Created 214635 Administrative Aide (Unfilled)

A33un OrganizatiohsCreate;Rosition: Position Request Reason  Create Postion > Position Request > Annual Budget
Administrative Aide

+

Job Posting Title Administrative Aide
Number of Positions 1

Assign Organizations: Create Position:

Administrative Aide

Hiring Restrictions

Availabilty Date
Eariest Hire Date
Create Position: Administrative Aide S
. Job Profiles for Job Family
Create Position: admin Aide Sl
v Job Description Summary

An ide s work providing

0811972014
0811972014

i
empty
ADMIN AIDE-2572

NATURE OF WORK

to an official

administrator or administrative staf. Employees in this classification type on
typewriters or on keyboards of personal computers, computer terminals or word
processors using word processing software. Employees in these classifications

7. To view the status of individual tasks in a business process, click the Process

Process
tab.
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Inbox

Inbox 2
Actions Notifications Archive
& View Event Create Position: Administrative Aide [--- o s
For Department of SPS Training
Close Job Requisition: INFORMATION Overall Process  Create Posiion: Administrative Aide

SPECIALIST AND DATA MANAGER
Overall Status ~ Successfully Completed

Details Process
Create Position: Administrative Aide
Process History ¢ ter 0y
Process step Status  Completed Due  Person Comment
Assign Organizations: Create Position: on Date
Administrative Aide
Create Create Step 08/19/2014 Veronica A
Position Position Complete 08:58:40 Wayson
€ d A (W2000064)
©l
Assign Organizations: Create Position:
Administrative Aide Change Change Submitted | 08/20/2014 Veronica
Organization = Organization 09:35:42 Wayson
Assignments ~ Assignments. AM (W2000064)
for Worker for Worker (C] (nitiator)
Create Position: Administrative Aide Create Consolidated Approved 08/20/2014 Tuba Buyu
Position Approval by 10:09:30 (T1000442)
HR Partner AM (HR Partner)
Create Consolidated Approved 08/20/2014 Bill Murray-T
Create Position: admin Aide Position Approval by 10:11:06 (T1000550)
Appointing AM (Appointing
Authority Authority
Partner Partner)
Create Consolidated  Not
Create Position: Administrative Aide Position Approvalby | Required
Budget and
Finance
Partner
v
Create Review Approved 08/20/2014 Bill Murray-T

8. Review the status, which steps have been completed/not completed and who has the step for
action.
9. The System Task is complete.
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